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1. Loginto CIMS and click on Electronic Service Record.
2. Click on Administrative Remarks.
3. Enter SSN and the click Search.

Enter SSN and then click on
search.
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Remark: Select Remark Template

1. Typein NAVADMIN 129/11 and NAVvADMIN 332/11 | DD
e 2. Choose the Date S—T

3. Click magnifying glass and select “C” —

RSN . Enier 7234 and click magnifying glass I
Name:| 5. Click on Select Remark Template T
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— NSIPS Report Manager 2 D f b . =
— Change My Passward N
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< | >
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— Administrative Remarks
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[» Setup
[> Contract Administration Acknowledgement:
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[ Reparting Tools
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[= My Profile
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— Change My Passwaord
= i
Go to: EcRHome
Admin Remarks Home
Once all data entered click the “SAVE” button.
Save I [E+Return to Search I
Once saved the “Print Form” will appear on upper right L
o
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Administrative Remarks

SSMN: 777001357 Name: RELSOM ALAR JCHR Rank/Rate: a2 Curremt DSC: 100
Print Farm |

Authority: |MAVADMIN = e + Permanent KD

Date: [1omeizoos | [ NOT VERIFIED
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nitia Ii Microsoft Internet Explorer x|

Remark: STAT
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Date: [10/06/200 |3 1. Press "Print Form"

2. Click "ok". (This is just part of the print
Acknowledgement: que prﬂcess)

3. See next slide to print the Page 13.
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Home
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[ Reparting Tools
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1. To print navigate to NSIPS Report Manager.
2. Click on "Refresh"”.
3. Click "View".

* Note: You will have to click on "Refresh” until the Status indicates
"Posted".
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To view the Page 13 click on the file with the .PDF extension.
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 Verification of the page 13 MUST be completed by the
servicing PSD/Personnel Office to become a part of the
permanent ESR.
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« Additional Information

— NSIPS Help Desk nsipshelpdesk@navy.mil or
« Toll Free: 877-589-5991
« Comm: 504-697-5442
« DSN: 647-5442
« Fax: Comm: 504-697-3007/0342
« DSN: 647-3007/0342
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